Request for Proposal: Email Archiving Software Solution
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1. Introduction and Background

[Company Name] is seeking proposals for a comprehensive email archiving
software solution to enhance our data management and compliance capabilities.
This RFP outlines our requirements for a robust system that will efficiently store,
manage, and retrieve email communications while ensuring compliance with

relevant regulations.

Organization Background:

e  Brief description of company/organization
e Industry and specific regulatory requirements
e  Size of organization and scale of email infrastructure

Current Environment:

e  (Current email system and architecture
e  Existing archiving solutions (if any)

e  (Current challenges and pain points



Project Overview:

e  Primary goals for implementing new email archiving software
e  Scope of deployment (number of users, email volume)
¢  Timeline for implementation

2. Project Objectives
The primary objectives of this project are to:

1. Implement a secure and efficient email archiving solution that ensures:

Complete capture and preservation of all email communications

Optimal storage utilization through compression

Fast and reliable access to archived emails

Compliance with regulatory requirements
2. Enhance eDiscovery capabilities through:

Advanced search and retrieval features

Legal hold management

Audit trail maintenance

Customizable retention policies

3. Leverage Al and automation for:

Intelligent categorization and tagging

Pattern detection and anomaly identification

Content analysis and information extraction

Automated compliance monitoring
4. Ensure seamless integration with:

- Existing email infrastructure

Current security systems



- Compliance frameworks
- Business workflows
3. Scope of Work

Implementation and Deployment

1. System Setup

Installation and configuration

Integration with existing systems

Data migration

Testing and validation

2. Training and Documentation

Administrator training

End-user training

System documentation

Knowledge transfer

3. Support and Maintenance
- Ongoing technical support
- System updates
-  Performance monitoring
- Issue resolution

4. Technical Requirements

System Requirements

1. Infrastructure
- Server specifications

- Storage requirements



- Network bandwidth

- Backup systems

2. Security

- Authentication methods

- Encryption standards

- Access controls

- Audit capabilities

3. Integration

- Email system compatibility

- Directory service integration

- Third-party system integration

- APl requirements

5. Functional Requirements

5. Functional Requirements

1. Email Journaling

Tip: Email journaling serves as the foundation of your archiving system,

capturing and preserving every email communication. A robust journaling

system must ensure complete capture, maintain data integrity, and provide

clear audit trails while minimizing impact on email system performance.

Requirement

Sub-Requirement

Y/N

Notes

Real-time Capture

Immediate copying of all email transactions

Capture of internal emails

Capture of external emails

Support for multiple email domains




Metadata Preservation  Original sender information

Original recipient information

Email headers

Time stamps

Routing information

Chain of Custody Transaction logging

Modification tracking

Access logging

Version control

2. Email Compression

Tip: Effective email compression strategies are vital for optimizing storage
costs and system performance. Your solution should balance compression
ratios with quick retrieval times, while ensuring no data loss and maintaining
searchability of compressed content.

Requirement Sub-Requirement Y/N Notes

Storage Optimization | Compression algorithms

Deduplication at message level

Deduplication at attachment level

Storage tiering

Attachment Handling | Attachment compression

Large file handling

File type optimization

Attachment deduplication




Performance Impact |Compression speed

Retrieval speed

Search performance

System resource usage

3. Email Retrieval

Tip: The retrieval system must provide quick, reliable access to archived
emails while maintaining security and audit trails. Focus on search speed,
accuracy, and the ability to handle concurrent requests without compromising
system performance.

Requirement Sub-Requirement Y/N | Notes

Access Speed Quick search results

Instant preview capability

Batch retrieval support

Parallel processing

High Availability Redundant systems

Failover capabilities

Load balancing

Geographic distribution

Search Optimization | Index management

Cache optimization

Search algorithm efficiency

Results ranking

4. Administrative Dashboard



Tip: The administrative interface must provide comprehensive control while
maintaining ease of use. Ensure it offers detailed monitoring capabilities,
flexible policy management, and clear visibility into system health and
performance metrics.

Requirement Sub-Requirement Y/N Notes

User Access Control |Role-based access management

User provisioning/deprovisioning

Permission templates

Access audit trails

Policy Customization | Policy creation interface

Rule configuration

Template management

Policy deployment tools

System Monitoring |Health monitoring

Alert management

Resource utilization tracking

System logs viewer

Reporting Tools Custom report generation

Scheduled reporting

Export capabilities

Dashboard customization

5. eDiscovery Capabilities
Tip: eDiscovery features must support thorough investigation while
maintaining legal defensibility. Ensure robust search capabilities, reliable



legal hold implementation, and comprehensive audit trails that can withstand
legal scrutiny and meet compliance requirements.

Requirement Sub-Requirement Y/N Notes

Search and Recovery Advanced search syntax

Boolean operators

Proximity search

Wildcard support

Legal Hold Hold notification

Custodian management

Hold enforcement

Release procedures

Evidence Export Format options

Metadata preservation

Chain of custody

Export verification

Case Management |Case creation

Document tagging

Review workflows

Collaboration tools

6. Security Measures

Tip: Security features must protect data throughout its lifecycle while enabling
authorized access. Focus on encryption strength, access control granularity,
and comprehensive audit capabilities to ensure data protection without
impeding legitimate use.



Requirement Sub-Requirement Y/N |Notes

Encryption At-rest encryption

In-transit encryption

Key management

Certificate handling

Access Controls | Multi-factor authentication

Role-based access

IP restrictions

Session management

Monitoring Activity logging

Real-time alerts

Suspicious activity detection

Audit trails

Security Policies | Policy enforcement

Compliance alignment

Security updates

Incident response procedures

7. Customizable Retention Policies

Tip: Retention policies must balance legal compliance with storage efficiency.
Ensure flexible policy creation, automated enforcement, and clear
documentation while maintaining the ability to adapt to changing regulatory
requirements.

Requirement |Sub-Requirement Y/N |Notes




Policy Creation | Custom retention rules

Policy templates

Exception handling

Department-specific policies

Enforcement |Automated enforcement

Manual override options

Policy validation

Conflict resolution

Monitoring Policy compliance tracking

Retention audit logs

Exception reporting

Status notifications

Management |Policy updates

Version control

Policy testing

Impact analysis

8. Immutable Storage

Tip: Immutable storage ensures data integrity and compliance with retention
requirements. Focus on implementing true WORM capabilities, verifiable chain
of custody, and efficient management of immutable data throughout its
lifecycle.

Requirement |Sub-Requirement Y/N | Notes

WORM Storage | Write-once capability




Tamper protection

Data verification

Retention enforcement

Data Integrity |Checksums

Version control

Audit trails

Recovery mechanisms

Compliance Legal hold support

Regulatory compliance

Export capabilities

Chain of custody

Management |Storage monitoring

Capacity planning

Performance optimization

Lifecycle management

9. Advanced Search and Filtering

Tip: Search capabilities directly impact user productivity and compliance
response times. Your solution should provide powerful search options, efficient
filtering tools, and intuitive results management while maintaining
performance under heavy search loads.

Requirement Sub-Requirement Y/N|Notes

Search Features Full-text search

Boolean operators




Proximity search

Wildcard support

Filtering Options Date ranges

Size filters

Type filters

Custom filters

Results Management Result ranking

Relevance scoring

Sort options

Export capabilities

Performance Search speed

Result caching

Query optimization

Large result handling

10. Integration with Collaboration Platforms

Tip: Integration capabilities determine how seamlessly your archive solution
fits into existing workflows. Ensure robust API support, reliable data
synchronization, and consistent performance across all integrated platforms
and services.

Requirement Sub-Requirement Y/N Notes

Platform Compatibility | Email system integration

Chat platform support

Document sharing systems




Collaboration tools

API Support REST API availability

SOAP API support

Custom API development

API documentation

Data Synchronization |Real-time sync

Conflict resolution

Error handling

Recovery procedures

Cross-Platform Search | Unified search interface

Cross-platform indexing

Result aggregation

Relevance ranking

11. Comprehensive Reporting

Tip: Reporting functions must serve both operational and compliance needs.
Focus on automated report generation, customizable templates, and flexible
distribution options while ensuring accuracy and completeness of all
generated reports.

Requirement Sub-Requirement Y/N Notes

Standard Reports |Usage reports

Compliance reports

Storage reports

Activity reports
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